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	Date
	Checklist
	Notes

	
	Contract / Donor Agreement
Signed by donor
Not appropriate for donor
	

	


	Invoice
Invoice sent to donor
Not appropriate to send to donor
	

	
	Internal Donor Handover
Yes
Fundraisings Department will handle
	

	
	Donor is in Account Receivables
Excel
Xero
	

	
	Finance Department has appropriate donor contact information
Has contact information
Not appropriate to contact donor
	

	
	Finance Department has introduced themselves to donor
Yes (how in notes)
Not appropriate to contact donor
	

	
	Funds have been received
Yes
Donor will not donate (why in notes)
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